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CERTRAL INTELLICENCE AGEHCY REGUIATION NUMBER L,O-X

ABORISTRATIVE SEHVICES

I, REAL ESTATE AND CONSTRUCTION
A. ©Space Acquisition and Assigrment

1. Spece assigmments to CIA activities will be made by the
Chief, Administretive Services, except as otherwise specified
in appropriate CIA regulations,

2. Requests for the acquisition of real preperty by lease,
purchase, or construction will be made in writing to the Chief,
Administrative Services, Such requests should states

&. Furpose for which property is $o be acquired.

b. Quantity and type of space required.

¢y Desired location,

d. Period for which space is required. :

¢. HNegotiastions, if any, which have taken plsce prior

to naking the request. Negotiations normally should not
be made by operating activities without prior notification
to and approval by the Chief, Administrative Services,

¥When the ascquisition regquires the approval of the Projeet Review
Committee and the Direstor of Centaal Intelligence, CTA Hegulation
Number 5-III will be complied with,

B. Space Release and Exchange

1., 7%he Chief, Aduinistrative Services, will be notifisd 4in
writing of assigned space which may be relsased by a CIA activity.

2. Requests for the exchange of space between two or more
activitios of CIA will be made tv the Chief, Aduinistrative
W‘o
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CERTRAL INTFLLICFECE ACFRCY REGULATION RUMBFR LO-TI

II, BUILDING MAINTENANCF AND UTILITIES - DEPARTMFNTAL AREA

A.

B,

Ce

D.

Maintenance of and Alterations to Buildings Assigned to
or Lsased by CIA,

1, All requests for renovations and installations re-
quired in buildings assigned to or leased by CIA will be
made to the Chief, Aduinistrative Services, on Form

Ko, 36~7, "Requisition for Supplies, Fquipment or Service",
or as otherwise appropriate,

2. Requests for maintenance services may be submitted in
writing or by telephone to the Puilding Maintenance and
Utilities Division, Administrative Services Office,

Moves

Requeste for moving of offices or other activities
will be made in writing to the Chief, Administrative
Services, indicating the building and rooms from and to
which the moves are desired, Normally, a minimum period
of three days will be required to arrange for moving
services, .

Parking Spaces

Allotaents of parking spaces will be made in blocks by
the Chief, Administrative Services, to CIA activities for
reassignment to individual employees. Office heads will
report to the Administrative Services Office the aseign-
ment of parking spaces to individuals, including the space
number, name and telephone number of individual to which
it is assigned, and the year, make, model and license number
of his vehicle. The Administrative Services Office is
responsible for the inspeetion and polieing of parking areas,

Telephone and Teletype Service

1. Requests for telephone service will be made to the Chief,
Adninistrative Services, in writing, deseriding the type

of service required, the bullding and rooms im which service
is to be located, and the individual who will provide detailed
information, The Chief, Telephome Branch,Building Maintenance
and Utilities Division, Administrative Services Office, will
prescribe the type of installation best suited for adequate
service, A mninimmm p:riod of three days for change or initial
installation of telephone service is required,

-2 -
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.. _The Adeinistretive Serviess Office is responsible fur
liaiscn with Goswrmmnd Services, Inc., in commestion with
:::rnncu o m:n?-‘ :a eommeots ”vsi:hgu "
,‘ rest syl on these caleteriae

¥. Installetica of Het Flates

e mmwmbmammm&-
prior written approvel of the Chief, rdainistyative Services.

proper anforcenent of this Kmlatle_n.f ‘

8. Reporting of Aceldemts Imvolving Forsonel Injuries amd Properiy
mwmmwm Service,

~ 1o Quoted balew is & memorandus received from the Office of
Bulldings Hssagement, Public Buildings Service, Gemeral Sorvices
Aduintstrations '

"SUBJECY: Reports of Accidents Involving Personal
Injuries snd “roperty Damare

"Tir¢"Eimee the ensotment of the Federsal Tort Claime ict,
a smuber of claims have boen filed with the Publie Bulldings
- m«m.mwm_m&ymm
acoldents otowrring in buildings which we operate and
maintain, Investigstions have disclosed of the
alleged acoidents wars reported to the Chief Clezk or other
mm»m«cmmmmmmm,
mmmmhmmmwm&cm
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*The Public Bulldings Service is respomsidbles, in most
cases, for consideraticn of these sliims, We would
appresiate your cooperatiom, therefore, in direoting your
representatives, beth in the Netrepolitan Ares of
Washingtom and in the Field, to report all accidents
involving property damage and persomal injury occurring
within bulldings cperated and maintained by the Peblic
Buildings Service to the Bullding Swperintendent's
office or to the Ouard office, Sush reports should
be made as prowpily as possible so that a full investi-
gation may be made while the facts are still fresh in
the minds of the witaesses and the evidence is still
st hand,"

2. All accidents involving properiy damage or personal
injuries occurring within buildisgs used by CA in
Washington and im the Fisld will be immediately reported
to the Chief, Administrative Services, for forwarding to
the Publie Buildings Service,
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TITI. TRANSPORTATION
A, Triver

1.

' Yesuspee of Travel Orders

By Mmunhcumweum
mm, mmative Services Gftiu, m‘k as other~

“», Chiefs of Wissions ammmm
States may suthorize, Approve and issue drevel erders for

,  temporsry duty travel W ‘employess whose
|  offieisl stations ere located within their particular
\W- R

2. m fw l'ravel Orders

®, Requests for travﬂm,ermw,
other than those issued by Chiefs of Missions; aball be
prepared in duplicate. Bomeapmﬁuhmum
Transportation Division, Admiristrative Serviees, through:

{1} Office Heads or their delegates (M\dw
mviﬁon Chief level) in the me 0! Mm

{2) ‘Persomnel Director in cases invelving permanent
dumga of station or travel to first post of duty :

.

{3) Onhief, Adrinistrative Services, when a request
‘ hxe.luéu overseas transportation of an automobile,

(h');r Personnel Director for mmmmtapm
du L 4 4

K.’X«o-—Q..

74 sl
(5) 1 puty Director -{Adninistretion) in cases of
Off‘ce Beads.

bs Persomal action of each forwarding ofﬂeial must be
indicated on the request., HRequests for domestic travel
will be submitted in sufficlent time to be precessed and
reach the Transportation Divieion at least 48 hours prior
to the planned departure time. Requests for foreign
travel should be submitted 60 days in sdvance of planned

-dat.ootdypu't )

“SECRET
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.. muummummmwstm
1aws snd regulations represent the maximmm -nm:.,

. over 1t exceeds the nesessary offielal traveling expenses.

 The approval of & request by the initiating offiece wiil
be desmed & certificate that the wates stipuluted therein
are aot in excess of the smounts normmlly required to '
meot the necessary officlal traveling expenses under Y e -y
the cirommstances, (7. nit2o ~cs A >

T
d, The Transportation Division, wpon mmm
of the Chlef, Adminisirative Services; may issus monthly
blanket: travel orders for truck drivevs dmged in
ropented official trips and arrange for perfodie sub-
| uission of travél vouchers covering sueh repsated travel,
3. Responsibilities of the Transportation Divisien,
Adninigtrative Services Offics . !
‘8 Provide travel arrangement serviee, Persomuel ordered
overseas should contact the Transportationm Pivision
six weoke prior to planned date of departure,

S T © ebesdrrange-for the issusnce of pessperts and visas, and
: secure oversess clearance when necesssry,

4

¢, Issus necessary travel orders and verify that security
clearamcs, physical examination, immunisation, passports,
visas, and theater clearance have been cbtained before

releasing the ticket or Transportation Request to the
traveler, : .

k. Travel by Armed Services Personnsl

Armed Services Personnel performing temporary duty travel
or travel in connection with a permsnent ehange of station
for the beneflt of the Agency will be reimbursed for per
diem snd travel costs in aocordance with the travel regu~
letions of the Armed Services. Upon reedpt of travel
requesta approved by the Tramsportation Division, Administrative
Services Office, the Military Personnel Pivision, Persormel
Offies, will issue appropriate travel orders. Two -
certified copies of the orders will be forwarded to the
Fiscal Pivision, Finance Offics,

SECRET
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mmﬂmmu

 The &mp&hﬂm mniaion st be ldv!ui m
xr mmm are to be made for the transportation of
dependents, Complete information should be furnished
showing names, relationship, and in the case of sinor
children, their sex and age,

b, The Transportation Division will perform the
same services as are rendered to the employes sad
assist the dependents in every way possible whether
they travel with the employee or@epartatnm
date) W«},

nmammmpmmm
mththoldingafehﬂm::under two years of sge on
long journeys, seat accommodations will be furnished
the children if desired by the traveler and set forth
in the Request for Trayel Order, The approval of a
request by the initiating office will be M &
certificate of necessity.

6, !'rsmperutim of Household Goods, Personal x:m and
, Privat.ly Omd thbllea : ‘

2o o S Lifrred . s T
oy hgialatim suthorizes the pamt ef
transportation expenses and other expenses ineident
thereto for the movement of household goods.and

personsl effests in connection with change of

official duty stations and to firet duty station over-

- seas of new appointees, within certain weight limitations,

when authorised by the Personnel Director,

pyrteties W,\mﬂf—

4%  For transfers between ‘ Bl 25X1A6a

79th Congress, provides that transportationmu fos
shipment of household goods and personal effects will be
on a commmtated basie at rates per one hundred poimds as
fixed by zenes, All arrangements for such shipments.
ineluding packing, crating, temporary storage, drayage,
and unpacking wast be made by the employes and
reizbursement claimed through regular charmeh

Pl

o T -
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P |
¢, (v Bequesta for shipasut of honsehold goods, personal

Name :
Title and Office

e officisl station
Yew official stastion :
Tocation of effects {street address)
‘Perscn to be contacted at that address
Estipated weight of shipeemt =
Approximete date goods to be picked up

25X1A6a oversess destina extination. |
mq’ -
o PR tmliee end Equipment

' Upon reseipt of Fords o, 3611k, "Request for.
VS s 25X1A6a . For

Shipment?, the Transportation ‘
' P , Adeini Srstive Services Office will-assign -
“ a cargo pusber to the shipment, Said number will be
“ o obtatned from the Supply Division, Procurement le':!'i.m.1
ey Upon Teceipt 8f advice from the Supply Divielon that the
I s S cargo $s packed and ready for shipment, the fransportation
o Uy Division will request shipping space through gvaihblc
e meane of trenspertation snd will arrange for deliwery
: o . of the ecargo to the port of enbarkatioa.; v

8., Motor Trensportation

a.. (1) The Administrative Services Office waintains &
central motor pool comprised of pas
vehicles, busses, and various types of trucke and
tratlers,. .Passenger cars are opersted to meet
transportation needs which cannot be secured by
use of scheduled shuttle service, Transportation
other than by shuttle service to peintuw
by the shnitle may be requested Irom the Bispatcher,
when nNeCENBary. _ ;

-8 -
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CENTRAL INTELLIGENOR AGENCY REGULATION NUMSER LOWEIT,

o _ o m o mgular m' L on
Sundays, and holidaye, requests for tmmﬂﬁim
mthr&tedthreughthe CIA Wateh Officer,

L. lnsigmb of passenger-carrying vehlcles to
4ndividuals and sctivities will be made only upm :
the written request of an Office Head and approved by
the Deputy Divector (Administration). It ia the
pmcyofthsumytampmkassim%m
sbeolute minimem,

An i by the Deputy Director {Adminmistration),
‘po smpleyes of CIA stationed in Washington will be
i pumitm %0 operate CIA motor vehicles without a
- - partified CIA driver's license,  Authority
farr-I=autny CIA licenses is vested in the Chief,
* adudnistrutive Services, after appropriate ‘
© certification by the Testing and Training Branch,
Personnel Office, and the Medical Office. Requests
: for driver's licenses should be made in writing by
RS - ‘ e e U QfLi6e concerned, to the Chief, Adnipistrative
: Services, indicating nmssitY¢ N ‘

{2) RBaployees authorized to operntc GI& wvehicles in
Jocalitiens sufficiently distant from Washinglon so
that CIA testing is impractical must meat the legal
driving requirements of their locality, GChiefs of
f1eld stations are responsible for insuring compliance
with thig directive,

d, A1l acaigmd and pool chauffeurs are mpawisoé by

‘the Chief, Administrative Services, for administrative
purposes, imcluding working hours, overtime and replace-
ment of assiwd chauffeurs due to abgences or terninatians.

e. (1) FExcept as specified inwhr, telow, pool chauffeurs
will not wait for passengers longer than 15 minutes,

. unless prior arrangements have been made with the
Pispatcher, and then not in excess of 30 ninntea.

SECREY -
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swvent of tesftic vioclations, th-mmu
ordered %o violate traffie regulations. :

wﬁQMwmmmmlr
tht Mm Direstar {idministretien), all CIA wehieles
Jocatad in Yashington will %5 returned to the gamige
at tho end of sach day. Thoze vehioles shioh are net
TREe mtmmzmaw

25X1A6a
n Q) wmmm.uunmw
mmlaf&is igenoy fer official purposes only.

(2) mxmmmmqu:m the suspessien or

i Simetnca) of ooy saployes whe usas or is fonnd

/  responsible fer the use of a Uovernmsnbecwnnd
//' velitele for other than of ’iciax Wﬂ.

e {3) The Chief, rdutetstrotive m&gvm
' wike pericdic c!:eaks of dispatch records, and
will digcuse with Gffies Heade axy anparent
violatione of this parsgraph. ¥hen coneidered
neeesaary he will report sypurest viclations to the
Depaty Director (idsintstrstion) for furthey
astion, fucluding stateucnt of previcus discassio:
uwith afi‘iciam congarned,

- m -
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3. ,ﬁ) In order that the ,',trmmtauei Pivision may
maintolin proper records and insure thet all Agensy
Repair Record®, Form No, 36-203, will bs BDubmnitted
on a1l vehioles in the field within the comtinental

limits ni ted States which are not serviced

25X1A6a " at the The completed form should
" be fovemcded av the end of each month to Thief,
Transportation Division, Administiative Services

Office, through the Office to which the vehiole is
aasignsd. '

(2) Porm Ko, 36~203~A, "Anmual Hoter Vehicle
oTating, ¥aintensnce sud Repalr Expenses®,
provides for the accumulation of costs for a apecific
vehicle for cne year.( The totals entered om each
D e Fora No, 36+203 should be posted at the end of
each month to Form No, 36-203-A, Field offices
May retain Form No, 36~203+A for resord purposes
as)ﬁsﬁ; Transportation Division will maintein
one of these forms for each vehicle in the field,
using the information furnished each month on
Form No. 36-203. .

k. Trunkl ke ‘and trailers are operated far‘!-_hsdelim vy of
supplies and equipment to the various Agency offices in

the Washington ares and for such otker local and long-
distance hauling as necessary. :

SECRET
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CERTRAL INTELLIOFNCE AGFNCY REGULATION NUMBFR LO-III

9. Use of Taxicabs

a., VWhen it has been definitely determined that govermment
transportation will not be available within a reasonable
time, the use of taxicabs for official business by Agency
enployees may be authorized by Office Heads, their
Deputies, or Chiefsof Field Stations, under the follewing

circumstances:
(1) To meet urgerkfixed appointments,

{2) To transport umisually bulky documents or delicate
or cumbersome equipment, provided there is an urgent
immadiate need,

b. Adequate statements of Justification must accompany
reimbursesent vouchers,

¢. The uss of taxicsbs while in 2 travel status will be

governed by the provisions of 8%:11&&&130& Goverrment
Travel Regulations,

“w il m

SECRET
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CENTRAL INTELLIGENCE ACENCY REGULATION NOMBER LO-IY

IV. REPRODUCTION

A,

B,

C.

Authoriszation to Request Reproduction Services

In order to implement effectively the reproduction
for the Ageney, each Office Head will appoint an 1mu§;1m
or individuals, GS~7 or above, to be responaible to him for
the suthorization of reproduction ssrvices, The names of
these authorised persons must be subaitted in writing to
the Chief, Administrative Services, who will also be informed
in writing of any subsequent changes in the persons so
designated,

Praeess ~ Coples

The heavy demands upon CIA Reproduction facilities make
it essentisl that the persons anthorized to sign requests
familiarize themselves with sach type of reproducticn service
availsble, the time required for esmsh, and the relative
cost, 2o that the most efficient and economicel process will
bs selected and the number of copies to be reprodecdd’ kept

to &_ e
Submission of Requests for Reproduction Work
411 requests for reproduction work, when properly signed,

will be submitted to the Chief, Reprodustion Division
Admipistrative Services Ofﬁeu: for processing. ’

- Requests for Reprodustion Equipment

«'/;,
i

Requests ﬁggg all types f m equipment must g

bs snbmitted te Chief, . Heproduction Divis' _ .

SECRET
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V. MACHINE RECORDS

A, The Administrative Services Office is responsible for the
maintenance of a Machine Records Branch (IBM) for the purpose
of providing Machine record and reporting services to meet
requirenents of administrative activities., Informatiom
maintained will be furnished only on the request of approval
by the Chief of the administrative activity primarily concerned
with the information desired.

B. Eiqnutl rai' application of machine record techniques for

adninistrative records will be forwarded in writing to the Ghief, L

Aénimta'tﬁn Strﬂm; -and sueh projects will be undertaken
scurrence has been obtained from ' Jhe Advisor for

SECRET
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V1. RECORDS MARAGEMFNT

A: 1. BRecords of CIA are defined to inelundse all books, papers,
maps, photographs, films, recordings or other
material regardless of physical form or characteristics s made
or received by any portion of CIA in pursuance of Federal
law or in connection with the transaetion of public business
and preserved or appropriated for preservation by CIA or its
legitimate successor as evidence of the organisation,
fenctions, policies, personnel, decisions, proevsdures,
finsnecial or legal trsnsactions, operationms or other sctivi-
ties or beeause of the informational valus of data contained
therein,

2. library and mussup material mads or acquirsd and preserved

solely for reference of exhibition purpeses, extra copieacsf

doouments [ressrved cnly for convenience of reference, and L e
stoeks of publications and of procesasd documents are not BRE
included withi the definition of the word *records® as :
used in this Jhs tiof. "Revoede® and ®record aateriai®

may be used interchangeably,

B. There is established a Records Management Frogrem for OIA,
The Chisf, Adainistrative Services is charged with oparational
supervieion of the program through a CIA Escords Officer
designation by him and Recm;dn Gggﬁoara designated by each
0ffice emd-S4aff-sectieon;, -1~ £, -

C. The program will cover, but not nevessarily be restricted to:

1. Inventories of all files and filing equipment to
deternine the volums, types, filing arrangement, record
character and retenticn periocds for docmments and the
quantity, value and effectivensse of use of filing equipment
and space occupled by files,

2. Designation of offices of record at points of use to
contain the recerd copies of docusents,

3. Stendardisation of filing systems, filing equipeent and L e
proceduress for the maintenance of files. - ’

ke Development of disposal liste and disposal tables for all
file series to provide for the systematic rstirement of all
files no longer required by law or polisy- A]/wlg:ri\ )

SECREL
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CERTRAL INTELLIGENCE AGENCY REGULATION RUMBER LO~VY

D,

2, The CIA Resords

5. Records Management surveys to obtain data for recommending
changes $o promote efficient operations relating to records,

6. Training courses for Records Officers who-will-wxecute the
Records Mans

pent Program,

Ty Recommendstions for labor-saving devices %o assist in
reducing the costs of preparation and storage of records.

8, EBstablishment of (a) a Records Centsr to provide secure
storage of semi-active Agency records of value for a limited
pericd, (b) the CIA Archives for the storage of Agency records
of snduring value,

9. Development of microfilming projests for records which
lsnd themselves to the process for the redustion of space
required for storage, for assisting administrative processes
in the use of these rederds, or for preserving copies of

- documents as a security measure, - .

10, Advice on other matters relating to records, imeluding
pretedures for the domngrading of security classifieations
of dooumenta, ' ‘

Respensibilities for the Records Management Program are de-
fined below:

1. e Advisor for Management will provide policy advice
‘and general guidance to the entire program,

rds Officer will formulate,’ define, and
revigw progress of the various phases of the program, will
S6rvb a8 the CIA Archivist and es the CIA Liaizon to the
Natiomal Archives, Burssu of the Budget, and other agencies

en recerds prohlrs, through prescribed lisison control

4

3, Each Offies will implemént the progrem imtermally, and
designates a Records Officer for this purpose, -

4+ Bach Office will destroy, in accordsnce with lew and
Ageney regulations, "non-record® documents which are no
lenger required, The definition of "recerds® and eriteria
for deternining which documents are neither records no@
record material are included in paragrsph 4., abeve,

SECRET
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£« Each Office will transfer to the CIA Records Ce
or Archives semi-active or non-current records nocmr
sssential or necessary for retention in the physical custody.

6. The Administrative Services Gffice will
Center for non-current documents which must :?::m Records
in thclgeneytoraumudpeﬁod,mununm -
records of enduring value in the CIA Arehives, Documents
recelved in either the Records Center or the OIA Archives
ﬁnbetmedinaucmmrmmwmum
:::hg tricﬁmx:d;s :;‘ access approved jolstly by the Office
eriee:. Inspection and Seeurity Off16e; and CIA

7. The Chief, Administrative Services will authert
ultimate disposition of CIA records to the Kaﬁomlmné.

2EBAICER DIAI2ION w
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